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SUBJECT: Travel Orders , Advances, Accountings and Claims

FURPOSE: To establish, on en interim basis and until further notice, +he
procedures and responslbilities concerning crfR travel.

1. Effective immedistely the Budget and Fiscal Branch is responsible
for the assigament of travel order numbers, prejaration of travel orders,
requests for advances, sccountings and claims relating to travel.

2. An exception to the above is that the Externsl Training Branch will
continue %o prepare travel orders and assign travel ovder mmbers for all
external training.

3. All schools and steffs are responsible for submiesion of a Travel
Order Work Sheet, Form 50ka, or suitable substitute. Schools and staffs
mey submit completed travel orders vhich will be subject to review by the
Budget and Fiscel Branch. ZPravel Ordsr numbers msy be cotained by calling
the B&F Branch, X-3182. Schools and staffe may also submit cowpleted
requests for advences, travel accountings and clalms; however, it remalns
the responsibility of the B&F Branch to perform these duties on the basis
of dreft requests from the employee or office concerned.

4. Any questions should be referred to the Budget end Fiscal Brench.

25X1A

[») -
Dirvector of Training

; Digtribution:

O - Key IC
{School, Staff, Branch
Chiefs and all Tnetructors)

S-E~-C-R-E-T

(‘Z‘jy

1 Approved For Release 2000/08/27 : CIA-RDP78-02990A000100040106-1
|



